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Each plan must be consistent with 29
CFR part 1614 and the governing Man-
agement Directive issued by the Equal
Employment Opportunity Commission,
and is subject to approval by the Direc-
tor of Equal Employment Opportunity
and shall be developed within the
framework of Departmentwide guide-
lines published by the Director of EEO.

RESPONSIBILITIES

§ 7.10 Responsibilities of the Director
and Deputy Director of EEO.

The Director and Deputy Director of
EEO are assigned the functions of:

(a) Advising the Secretary with re-
spect to the preparation of plans, pro-
cedures, regulations, reports, and other
matters pertaining to the Govern-
ment’s equal employment opportunity
policy and the Department’s EEO/AE
programs;

(b) In coordination with other offi-
cials, developing and maintaining
plans, procedures, and regulations nec-
essary to carry out the Department’s
EEO programs, including a Depart-
mentwide program of affirmative em-
ployment developed in coordination
with other officials; approving pro-
grams of affirmative employment es-
tablished throughout the Department;

(c) Evaluating from time to time the
sufficiency of the Department’s EEO/
AE programs and reporting thereon to
the Secretary with recommendations
as to any improvement or correction
needed, including remedial or discipli-
nary action with respect to managerial
or supervisory employees who have
failed in their responsibility;

(d) Appraising the Department’s per-
sonnel operations at regular intervals
to insure their conformity with the
policy of the Government and the De-
partment’s equal employment oppor-
tunity program;

(e) Making changes in programs and
procedures designed to eliminate dis-
criminatory practices and improve the
Department’s EEO/AE programs;

(f) Selecting EEO Counselors;
(g) Providing for counseling by an

EEO Counselor of an aggrieved em-
ployee or applicant for employment
who believes that he or she has been
discriminated against because of race,
color, religion, sex, national origin, age

or disability and for attempting to re-
solve on an informal basis or through a
formal alternative dispute resolution
process, the matter raised by the em-
ployee or applicant before a complaint
of discrimination may be filed under
§ 7.31;

(h) Providing for the prompt, fair and
impartial processing of individual com-
plaints involving issues of discrimina-
tion within the Department subject to
29 CFR part 1614;

(i) Making the final decision on dis-
crimination complaints and ordering
such corrective measures as may be
necessary, including disciplinary ac-
tion as is warranted by the cir-
cumstances when an employee has been
found to have engaged in a discrimina-
tory practice; and

(j) Executing settlement agreements
to resolve EEO complaints.

§ 7.11 Responsibilities of the EEO Offi-
cers.

Each EEO Officer shall:
(a) Advise the Director of EEO on all

matters affecting the implementation
of the Department’s EEO/AE policies
and programs in the organizational
unit;

(b) Develop and maintain a program
of affirmative employment for the or-
ganizational unit and insure that it is
carried out in an exemplary manner;

(c) Publicize to all employees of the
organizational unit the name and ad-
dress of the Director of EEO, the EEO
Officer, and the EEO Counselor(s), the
EEO Discrimination Complaint Man-
ager, the Affirmative Employment
Program (AEP) Manager, the Diversity
Program Manager, and the EEO com-
plaint procedures;

(d) Inform all supervisors in the orga-
nizational unit of the responsibilities
and objectives of the EEO Counselors
and the EEO complaint process and the
importance of cooperating with the
Counselors to informally find solutions
to problems brought to the officer’s at-
tention by employees and applicants;

(e) Evaluate the performance by the
managers and supervisors in the orga-
nizational unit in carrying out their
responsibilities under this subpart and
taking appropriate action;

(f) Seek a resolution of EEO matters
alleging discrimination within their
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organization brought to their atten-
tion;

(g) Designate a high level Affirma-
tive Employment Program (AEP) Man-
ager in Headquarters responsible for
the preparation of the AEP plan; the
management of the plan; providing ad-
vice and guidance to managers and su-
pervisors in removing barriers to EEO/
AE and in implementing all their EEO/
AE responsibilities; and reviewing all
recruitment and personnel actions
taken by managers and supervisors to
ensure the achievement of AEP objec-
tives;

(h) Designate a senior level EEO Dis-
crimination Complaint Manager in
Headquarters to manage and direct the
organization’s EEO responsibilities;
and

(i) Designate a senior level Diversity
Program Manager in Headquarters to
manage and direct the organization’s
Diversity Program and provide re-
sources for Diversity activities for its
employees.

§ 7.12 Responsibilities of the EEO
Counselors.

The EEO Counselors are responsible
for counseling and attempting resolu-
tion of matters brought to the coun-
selor’s attention pursuant to § 7.26 and
29 CFR part 1614 by any employee or
applicant for employment who believes
that he or she has been discriminated
against because of race, color, religion,
sex, national origin, age, or disability.

§ 7.13 Responsibilities of the Assistant
Secretary for Administration.

The Assistant Secretary for Adminis-
tration shall:

(a) Provide leadership in developing
and maintaining personnel manage-
ment policies, programs, automated
systems and procedures which will pro-
mote continuing affirmative employ-
ment to insure equal opportunity in
the recruitment, selection, placement,
training, awards, recognition and pro-
motion of employees, including an ap-
plicant flow tracking system;

(b) Provide positive assistance and
guidance to organizational units and
personnel offices to insure the effective
implementation of the personnel man-
agement policies, programs, automated

systems, and procedures on equal em-
ployment opportunity;

(c) Participate at the national level
with other Government departments
and agencies, other employers, and
other public and private groups, in co-
operative action to improve employ-
ment opportunities and community
conditions which effect employability;

(d) Prepare and implement plans for
recruitment and reports in accordance
with the Federal Equal Opportunity
Recruitment Program and the Disabled
Veterans Affirmative Action Program;

(e) Make reasonable accommodation
to the known physical or mental limi-
tations of qualified applicants and em-
ployees with disabilities unless the ac-
commodation would impose an undue
hardship on the operation of the agen-
cy’s program; and

(f) Designate a senior level Disability
Program Manager to promote EEO/AE
for persons with disabilities; to assure
the accessibility of all HUD facilities
and programs; and to manage the re-
sources for providing reasonable ac-
commodation.

§ 7.14 Responsibilities of Human Re-
sources Officers.

In conformity with guidelines issued
by the Assistant Secretary for Admin-
istration, Human Resources Officers
shall:

(a) Appraise job structure and em-
ployment practices to insure genuine
equality of opportunity for all employ-
ees to participate fully on the basis of
merit in all occupations and levels of
responsibility;

(b) Communicate the Department’s
equal employment opportunity policy
and program and its employment needs
to all sources of job candidates without
regard to race, color, religion, sex, na-
tional origin, disability or age and so-
licit their recruitment assistance on a
continuing basis;

(c) As appropriate, provide personnel
information to EEO counselors and
others who are involved in the decision
on a discrimination complaint;

(d) Evaluate hiring methods and
practices to insure impartial consider-
ation for all job applicants;

(e) Ensure that new employee ori-
entation programs contain appropriate
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